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Basic Composition for ES L : An E ^ ^PPs i torY ., Workboo k 

Jann Huizenga, Courtenay Meade Smellings & Gladys Berro Francis 

Write from the Start 

David M. Davidson & David Blot 



Phoenix Closures, Inc. 

Pre/Post Test • Reading and Writing Skills 



Name 

Date 

A. Circle one correct emswer to each question. 



1 . 


Are you sitting in cl 


,ass right now? 




Yes, I do. 


No, I not. 




Yes, I am. 


No, I don't. 




Yes , it is . 


No, I'm not. 


2. 


Do you wear earplugs 


every day at work 




Yes , I do . 


No , I not . 




Yes, I am. 


No , I don ' t . 




Yes, it is 


No , I'm not . 


3. 


Do you usually enjoy 


your work? 




Yes, I do. 


No , I not . 




Yes, I am. 


No , I don ' t . 




Yes, it is. 


No, I'm not. 


4. 


Are you wearing jeans right now? 




Yes, I do. 


No , I not . 




Yes, I am. 


No, I don't. 




Yes, it is. 


No , I'm not . 


5 . 


Does your mother speak Spanish? 




Yes, she do. 


No, she don't. 




Yes, she is. 


No, she not. 




Yes , she does . 


No, she doesn't. 


6. 


Do your socks match 


today? 




Yes , it is . 


No , they not . 




. Yes , they are . 


No, is not. 




Yes , they do . 


No, they not. 






No , they don ' t . 


7 . 


Do you speak Polish? 




Yes, I do. 


No , I not . 




Yes, I am. 


No, I don't. 




Yes, it is. 


No, I'm not. 



8 . Do you speak Japanese? 
Yes, fluently. 

Yes, only a little. 
Are you kidding? 




IG 



B. Use the words in the box to fill in the blanks. You may use 
each word more than once . 





at 


for 


in 


to 


on 


3 


off 


with 


up 


down 





Efrain has worked Phoenix Closures ten years. 

He was born Mexico and moved Aurora 1982. 

He lives a blue house Market Street. Every 

morning, he gets up 6 a.m. He has cereal and milk 

breakfast. He also drinks coffee sugar and cream. Then he 

takes his daughter school his red Chevy. After he 

drops her , he picks his co-worker, Frank, and 

drives him work. Sometimes Frank drives and Efrain rides 

Frank. 

C. Follow instmictions . 

1. Yolanda's first day at Phoenix. was January 4, 1990. Write 

that date using only numbers (numerals). 

2. Alicia plans to take her vacation beginning 6/12/95. 

Write that date using words and numbers. 



D. 



Put this list of cap defects in alphabetical order. 



scratched 

flash 

short 

high gate 

stripped threads 

off color 

grease 

pulled threads 

doming 

sinkage 



1 . 

2 . 

3. 

4. 

5. 

6 . 

7 . 

8 . 
9, 

10 
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Some of the following words are misspelled, and some are 
spelled correctly. Write OK on the line if the word is 
correct. Write the correct spelling for the ones that are 
spelled wrong. 

1 . operator 

2. responsability 

3 . molding 

4. accident 

5 . employe 

6 . maintnance 

7 . humane resources 

8 . abcense 

9 . produce ion 

10. senority 

11. emergency 

12. factry 



F. Capitalize and punctuate the following paragraph. 



good housekeeping on the job is important keep your 
work area clean throw away rubbish as it accumulates put 
tools away when you are finished using them clean up 
spills as soon as they occur establishing a good 

housekeeping system has many benefits first less time and 
effort are required to keep the work area clean second 
things do not get lost and mixed up finally clean floors 
reduce the amount of slipping tripping and falling 



O 



18 



G. Read and follow directions. 



1. You find out that your neighbor works at Phoenix and you 
want to know what shift she works. Write the question you would 
ask her. 



2. You want to know where a friend was born, 
question you would ask him or her. 


Write 


the 


3 . I want to know why my students are taking this 
question should I ask them? 


class . 


What 



H You were in an accident at work on January 4, 1995, 

because of . You later discovered that it 

sp^ra?ned ’"hepo" the accident on the Accident Report Fort, 
below. Fill in the form completely. 



phoenix closures accident report 

• THIS SECTION TO BE COMPLETED BY EMPLOYEE: 



Employee: — 

Supervisor: 

Date/Time Accident Report Completed: _ 

Witnesses: 

Part of Body Injured (be specific): 

Have You Ever Injured This Part Before? 



Date/Time of Accident: 
Dept./Shift: 



Location of Accident: 

Task Being Performed: 

How Did Accident Occur? 





I. 



Read the company policy below. Then, write in the correct 
answers to the cpiestions that follow. 



Employees must arrive on time for work. Supervisors will 
check to see that all their employees are working at the correct 
start time. Employees who are late must make up the lost time. 
They may t. ' 3 a short lunch period, skip one or more breaks, or 
stay late ■ j finish work. Employees who are late more than two 
times per week may have their pay docked. Employees who continue 
to arrive late for work may be terminated. 

1. Who checks to see if employees start work on time? 



2. If an employee is late, how can he or she make up the lost 

time? 



3. Mary is late for work three times in one week. What 
happens to her? 



Number the job tasks in the correct order from 1 to 6. The 
first one has already been done for you. 

Tape and label boxes. 

Take product parts from the stock room. 

Pack product into boxes . 

Assemble product on the line. 



Ship boxes to customers. 

Distribute assembly parts to workers 



K. Read and circle the correct answer to the questions. 

A memo says, "During the summer, the first shift will begin at 
6-30 a.T and end at 2:30 p.m. This change will take effect on 
MonLy, June 5th and continue through August. Starting^ in 
September, the schedule will return to 7;.30 a.m. to 3:30 p. 

1. The first shift schedule is the same all year. 

At True False 

2. Gerardo works first shift. What time does he start work 

on Wednesday, June 7th? 




B. 



20 



A. 7:30 a.m. 



6:30 a.m. 



C. 2:30 p.m. 



L. Write cne tr two complete sentences telling your supervisor 
that you won't be at work tomorrow and why not. 



M. Look at the chart below eind answer the questions that follow. 



Number of Injuries by Shift and Department 



60 

55 

50 

45 

40 

35 

30 

25 

20 

15 

10 

5 



F 



H Day Shift 
I Night Shift 




Mm Cutting PainHng Shipping Warehouse Accounting Personnel 



1, Which department had the most injuries? 

2, Which department had more injuries during the day shift 
than during the night shift? 

3, Which department had the fewest injuries? 

4 . How many injuries were there during the night shift in the 
shipping department? 




o 
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[\j. Circle the correct word in each sentence. 

1. Manuela (talk, talks) a lot at work. 

2. Phoenix almost never (shut, shuts) down. 

3. There (is, are) five shifts at Phoenix. 

4. There (is, are) about 25 workers on each shift. 

5. Jose (want, wants) to get a better job. 

6. Gai and Vicente (was, were) late to work. 

7. Pat and Sue (study, studies) English every day. 

8. Leonso (check, checks) his work carefully. 

0 Add "ing" to the following verbs. Change t h e m to make the 
spelling correct, if necessary. 



operate 
label _ 
get 



ask 



tedce 

fill 



write 

look 



measure 

lift 



change 

order 

move 

put 



^ Read and answer the questions . 

1. You worked two hours overtime during a pay period. When 
you get your check, you notice that you were not paid for the 
overtime hours. What would you do? 



2 . You notice that your co-worker is making mistakes on the 
job. What would you do? 



22 
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D 



1 n 'C” ' ' - 

2 . C'vlarrp 

3. Mg^iaw 

4. v\(»r'd 

5. extension cord 

6. outlet 

7 urounding plug 

8. saw 

9. brnce 

10. wrench 

11. mallet 

12. m('nkrv wrciuli 

13. hamnuT 

14. »;i nper 

15. pecO‘Mrd 

16. hi'dk 

17. l>oU lu‘l 

18. hacksaw 

19. pliers 

20. circular <^aw 

21. '.ape niea«iu re 

22. v\{^rkl»ench 

23. toolbox 



Q. Writ-e a complete sentence about each tool named below, telling 
its coirrGCt location in the picture ♦ 

EXAMPLE: saw (#8 in the pictureT= \;^^ 

. 

1. scraper (#14) 



2. circular saw (#20) 



3 . hacksaw (#18 ) 



4 . mallet (#11) 






5 . toolbox ( #23 ) 



6 . man 
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BEST COPY AVAILABLE 



■^he first one is done 



Change these sentences to past tense, 
for you. 

Example: Judy works at Wendy's. 





1. 


Aurora lives in Aurora. 




2. 


Rosalinda brings her lunch to work. 




3. 


Ray drives here from Chicago. 




4. 


Maria labels lots of boxes. 




5. 


Tad is a good worker. 




6. 


Many students ask for help. 




7 . 


Christine operates several machines. 





Write a brief note to your supervisor telling about a problem 
at work. 



S. 
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The table of contents below is from the Phoenix Employee 
Handbook. Use it to tell on what page you would expect to 
find the answers to the questions that follow. (Do NOT answer 
the questions . ) 

1 . Does the company provide health insurance? 

2. Can my child call me at work? page 

3. Will the company help me go to college? page 

4 . What day do I get paid? page 

5. What happens to an employee caught drinking on the job? 

page 



Table of Contents 



Attendance 

Benefits 

Code of Conduct 

Coiiununications 

Confidential Information 

Contract 

Corrective Action 
Drugs and Alcohol 

Educational Assistance and Training 

Employee Assistance Program 

Equal Opportunity 

Evacuation Procedures 

Good Manufacturing Practices 

Harassment Policy 

Hours of works 

Job Bidding and Transfers 

Leave of Absence 



Leaving Work 

Overtime 

Payday 

Phone Calls . , , 

Phvsicals/Other Medical Issues 

Plant Closing Due to Weather Conditions 

Probationary Period 

Rest Periods and Lunch Periods 

Safetv and Housekeepihg 



Security 

Time Recording 

Updating Personal Status 



Page No. 



5 

5 

6 
6 
6 
6 
7 
7 

7 

8 
8 
8 
8 
8 
8 

9 

9 

9 
9 

9 
9 

10 

10 

10 

10 

10 
10 
11 
11 
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u. 



Below is a passage from your Employee Handbook. Rewrite it 
in simpler, clecirer language. 



statement of Purpose 

This employee handbook is presented as a matter of 
information only and it supercedes any other manual or 
statements of policy previously issued. It will be subject 
to updating or changes at the Company's sole discretion. 
This employee handbook does not intend to confer any rights 
Qj- privileges upon you nor does it constitute terms of an 
employee contract. Any specific guestions pertaining to any 
information in this employee handbook should be directed 
towards Human Resources or your Supervisor. 



